
Creating a Professional Learning Community 
Using Ning 

 
 
 
Step 2 ­ Signing up 
 

1. Go to the Ning 
website at 
www.ning.com. 

2. Click on the “Sign 
Up” link to begin to create your 
own social network. 

 
 
 
 
 
 

3. Create a personal Ning ID by completing each of the following 
steps below (name, valid email address, password, birthday, 
code). 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. When you are done, click on the blue “Sign Up” link. 
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Step 3 – Creating a network 
 

1. In the screen below, type in the name of the social network you want 
to create.  The name of your social network can be anything you 
want.  

 
2. Then type in 

the name of 
your web 
address. 
Ideally, you will 
want to create 
a web address 
similar to the 
name of your 
social network. 

 
 
 

3. Ning requires 
your web 
address to be 
at least six 
letters long. 

 
 
 

4.  Click on the “CREATE” button when you are done.  
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Step 3 – Creating a network (cont.) 
 
5. Fill in the basic information about the network you are creating. 

Determine your privacy settings, tagline, description, keyworkds, 
and preferred language.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click on the blue “Next” button when you are finished.  
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Step 4 – Adding network elements 
 

1. Add the features you want to include on your social network page by 
clicking on any one of the listed Featurea elements on the left and 
then dropping it into the Layout template on the left.    

 
 

2. By clicking 
on the blue 
“View all 
features” 
link, you can 
see the full 
list of 
features Ning 
has to offer. 

 
 
 
 
 

 
 
 
 

3. To remove a feature, click on the feature you want to remove and 
drag it to the “Drag Here to Remove Feature” drop box.  
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Step 5 ­ Customizing your network 
 

1. Ning allows you to further customize the appearance of your site by 
allowing you to adjust the color and text features of the site. Begin by 
choosing a theme. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. After you have 
chosen your 
theme, you can 
continue to 
make 
adjustments to 
the color, text, 
and font size of 
your network. 
You can also 
add logos to 
your site from 
this menu. 
Simply click on 
the color 
choices and 
text options in 
each section.  
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Step 5 ­ Customizing your network (cont.) 

 
 

3. Once you are done, click on the blue “Launch!” button in the bottom 
or top right of your screen.  

 
 
 
 

4. As an additional level of security for your site, create a Master Key for 
any network you create or adminstrate on Ning. Make sure it is one 
you will easily be able to remember.  

 
 
 
 
 
 
 
 
 
 

5. Click on the “Go!” link when you are finished.  
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Step 6 – Forum Features 
 

1. Using the forum feature, start a discussion. Begin by clicking the 
“Start a Discussion” link.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Next, enter the details of your discussion post. To upload a 
document from your computer, click on the “Choose File” button. 
Once you are satisfied with the contents of your discussion post, 
click “Add Discussion.” 
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Step 7 – Events feature 
 

1. By utilizing the “Events” feature in Ning, you can post a reminder 
of an event for all of your social network members to see.  Start by 
clicking the “Create Event” link.  
 

 
 
 
 
 
 
 

 
 
 
 
 
 

2. Fill in the details 
of your event. You 
will need to 
include an image, 
description, event 
type, start time, 
location, and 
website link.  

 
 
 
 
 

3. Click on the “Add 
Event” link when 
you are finished.   l 
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Step 7 – Events feature (cont.) 
 

4. Next, you will be given the option to send an email invite to friends. 
This step is optional. By clicking on the “Skip ” link, you can 
proceed back to the Events feature page.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. When you have completed your Event posting, it should appear 
something similar to this on the events page. 
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Step 7 – Events feature (cont.) 
 

6. The Event will also be visible on the Main page.  
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 Step 8 – Photo and video features 
 

Adding Photo(s) 
 

1. To add photos, click on the “Add Photos” link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Ning provides you with a number of options for importing photos to 
your social network site. If there are a number of photos you want 
to upload at once, choose the “Photo Bulk Uploader.” If you would 
prefer to upload photos individually, choose the “Simple Uploader.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Photo Bulk Uploader  Simple Uploader 
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Step 8 – Photo and video features (cont.) 
 

3. Ning also allows you to import photos from your Flickr account or 
from your phone or email.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Once your photo(s) have been imported, you will be given the 
option of adding a title, description, and other photo information. If 
you do not want to add anything to the photo, click on the “Skip 
this step” link on the right.  
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Step 8 – Photo and video features (cont.) 
 
 

5. The uploaded photo(s) 
will now display on your 
Main page as a 
slideshow.  

 
 
 
 
 
 
 
 
 

Adding Video 
 

6. Adding video(s) is just as easy as adding photos. To begin, click 
on the “Add Videos” link. 

 
7. Choose which 

method you want 
to use for 
uploading your 
video(s). You can 
choose the bulk 
video uploader, 
the simple 
uploader, your 
phone, email, 
YouTube, or 
Google.  
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Step 8 – Photo and video features (cont.) 
 

8. Once your video(s) have been imported, you will be given the 
option of adding a title, description, and other photo information. If 
you do not want to add anything to the photo, click on the “Save” 
link on the right.  
 

 
 
 
 
 
 

9. The uploaded 
video(s) will now 
be displayed on 
your Main page.  
 

 
 
 
 
 
 
 
 



Creating a Professional Learning Community 
Using Ning 

 
 
Step 9 – Invite friends 
 

1. Now that your social network is set-up, the final step is to invite 
your fellow Full Sail colleagues to join. To do this, click on “Invite” 
tab on the Main page.  

 

 
2. Next, enter the email addresses of the people you want to invite to 

your site and a brief message.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Ning makes it easy to import addresses from either your Web 
Address Book or from an Address Book Applicaton on your 
computer. 


